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1. Requisition Approval 
The Buyer / Contract Administrator will be inserted as the last approver on the requisition.  There are 3 

options to perform the requisition approval action. 

1. The system will send an email.   

2. The system will generate a worklist Entry 

3. Navigate directly to the Manage Requisition Approval page 

 

Option 1: Email  

 

 

Note: The system will ask you to sign into PeopleSoft Financials if you are not already logged into the 

system. 

Skip to Requisition Approval 

Click on URL. 
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Option 2: Worklist 

 

 

 

Note:  You will not need to use the Filter if you have removed all of the Transaction Approved messages 

from your worklist.  See Appendix A for cleaning up worklist. 

Skip to Requisition Approval. 

 

  

Click Worklist 

Change Filter to 
Approval Routing 

Click on the URL 
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Option 3: Approve Requisition 
If you can’t find the email or worklist entry you can navigate directly to the Manage Requisition 

Approval page.   

 

 

 

 

 

 

 

 

 

 

 

Make sure you clear all of the 

filters and click Search. 
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Requisition Approval 

 

 

 

 

 

 

 

 

 

 

 

Click arrow to expand 

section. 
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Click to review 

backup 

documentation   

***This number should 

match the amount on the 

Decommitment Form.  (see 

page 9)  



Page 9 of 32 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the view button to 

access attached 

documentation.   

You may need to 

navigate to the next 

page to view the correct 

attachment. 
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Click open.  

 

Note This step is browser and 

browser setting specific. The 

attachment may open automatically. 
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Decommitment Form Example 
 

 

 

 

***This number should 

match the amount on the 

Requisition Approval page.  

(see page 6)  
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(Optional):  Expand to view Approvers.  
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Click Approve button. 
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Note:  The changed requisition must be approved and budget checked.  Final Approval will automatically 

trigger the budget check process. 
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2. Approve Change Request 
Once the Requisition is approved the next step is to approve the change request. 

 

 

Click OK 

Enter your 

Buyer ID 

Check the PO that you  

want to approve 

Change the Status from Not 

Approved to approved 

Check the 

Reviewed box 
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Note:  The system will run the Process Change Order and PO budget check processes every hour on the 

hour.   

3. Dispatch PO 
The purpose of Dispatch is to send the Vendor a copy of the changed PO.   

Note:  You must wait for the hourly Process Change Order and Budget Check program to run. 

Navigation:  Main Menu > Purchasing > Purchase Order > Add/Update PO 

 

Instructions:  Search for the changed PO number and click the Dispatch the PO by clicking the 

Dispatch icon.   

4. Close Purchase Order 
When the Requester has requested the Purchase Order to be closed on the Decommitment form you 

will need to close the PO using the Buyer Workbench.  You will only close PO’s when they qualify.  If they 

do not qualify you will need to review the log and send Sarah Castro an email providing the reason it 

doesn’t qualify. 

Buyer Workbench 
In this exercise you will learn how to Close a Purchase Order. 

Navigation:  Main Menu > Purchasing > Purchase Orders > Buyer’s Workbench 

Click Save and write 

down the PO 

Number 
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Click Search  
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Click ‘CLOSE’. 
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Enter PO number. 

Enter PO number. 

Click ‘Search’ 
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Click ‘Close’. 

Check the box.  
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Qualified PO 

 

 

Note:  See Unqualified PO at the end of this chapter if necessary. 

Click Yes to Proceed when your 

processing results qualify.   

Click ‘Yes for qualified PO’s. 

Qualified PO’s appear on the right side   
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Optional:  Budget Check the Closed PO.  This is optional because the system will run this process hourly. 

 

 

 

Status will show 
Complete 

Budget Status is 
“Not Chk’d 

Click Budget Check 
button to run Budget 
Check process 
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Click Yes to Proceed 
with Budget Check 
process 

Click 
Yes  
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Unqualified PO 

 

  

Click the Log to review why PO did not 
qualify for Close. Email the screen print 
or retype the reason in the email along 
with the PO# to Sarah Castro. Do not 
override unless instructed.   
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Overriding an Unqualified PO 
Do NOT override an unqualified PO unless instructed to do so by IT. 

 

Check the box. Click the arrow 
to move the PO 
to be qualified 
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Click 
Yes  

Click 
Yes  
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5.  Closing a Contract 
The referenced Contract on the Decommitment Form should be closed when the Requester has 

requested it.  Follow the instructions to close a Contract. 

Navigation:  Main Menu > Procurement Contracts > Add/Update Contracts 

 

Click the tab Find 
an Existing Value 
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Enter the Contract 
defined on the form. 

Click Search 



Page 29 of 32 
 

 

 

 

Select the 
Status 

Select Closed 

Scroll Down 
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Note:  A contract may be reopened by changing the status back to open or Approved. 

 

  

Save 
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Appendix A: Cleaning up Worklist 

 

  

Click Worklist  

Click Mark 
Worked to 
remove 
Transaction 
Approved entries 
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Resources 
 

Contact Information 

For help regarding this material: 

 Sarah Castro scastro@bart.gov x4940 

mailto:scastro@bart.gov

